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HIMAN RESOURCES PROGRAM

The Human Resources Prog mahaz‘beendcﬁlo agement Training
E . = s, - ' w = !
Diﬂiztm’ Office of ,:.:raﬁ.ug,, as a hasic ;Moweti?irﬁng pragm to
the o pembars of the ovgrmisation with nanagement respondibilitiss to naks
8 best end fuliest use erf the individusls under their supervision,
b : :

This program consists of Fouwr me hour mn L
, S oae our group meetings for
group of supervisors, wit} prefacebly not more than iqgaight@nmognp? mm :p’ a

que-half hour interview with eash supervisor; end 2 followsup o
mosting approxinstely evoly six weeks in %zhe’mtur:"ar e

It 13 proposed that the Hpmen Resouress Program be institubed Offige by

Office until complete covgrege of the departoan
p o of" z mtal stalf of the
has been achievec, £11 roup meetings are conducted by aimember t!::t:?nt;ff

of the Management Training Division ut the poit g by
integrated with the norm tdono Y w08 program is intended to become
it 15 established. nore: operations of each organizationsl unit in

The program will not bs o é’mmod in: : - : f :
an appreciatlon neeting m? @proxima*m? gmfhg‘" b::ﬁml > it'igﬂ “ﬁtgl

top policy staff of that Qrfice, It i essential that this p m have

the strong and intelligenty endo _. ha
before it 1s institubed in my ﬁx’gﬁf&}e Office Hesd and his staff

fooup Yeotdng 1 - Mensgomerd, 1a the Federal m | 1 b,

Ubjectives, insertives, and nessuring tid CraTtman |

This organizatiw?‘ ;iw; wb!tmbwp TBe wmmﬁm

_ | ‘ . i

Management: getting work cone w people 1 ;
w’.e N « i

the deyelopmerd of i ;
supervisory, edmiaistretive, and mut#'ge ﬁno’n.wm

?iscussion of manageqaat problens i‘r@m the experienss o.f" the grorup
Five funotdons of mosgenant | | |
Five key rrinciples 4 managemarrt ‘

hssigments for & iir. conferaos mitormgxwpmm
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ﬁhr»oxtmmarotmpema

A one<half hour :!.ndim:lm conferense with eash auporviaqr is mwma
after the first group mgeting. In preparation for this confersnns, the
supervisor notes on a 3%5 card for sach employes in his unit the
following informutions :length of time in the organization, length of
time in the unit, demc: braud strng%ht of this employse, apparant
wesknesses of this ample yee acticn teken by ths supervigor durin: the
past twelve months to agsia% this emplojoe to schieve greator affmiem,

Group Meeting #2 Ming Prineirles sod Problems 1 nr.

Ihmgment problems mt;d to date
Five functions of mam:zggment in review
Five key pﬂmiplas o managmnt and thedr application hera

| The effective mannger ip Goverrment

Assigmnment for the nemﬁmoetingu
]

Group Meating #3 Q_m&g Stvorg, Team o 1 by

Undarwhatcon&itiemdqpaopladownbtat? Iiwdowegeatm
best out of pecple * |

Disoyssion of the meanisg of democratic administration
' ¢

Judging the aﬁ’eetivemés of menagemert

Assigmment for the nsxt matingo

Oroup Meoting L in An_ﬂ.gg_fm | % b

Review
Conorete suwsticm fa:c :l.mprmhlg m@gm in the m-ganizatim;
Flan for the first foﬂqw-sn'p msating. |

- This compact program is desi@ad to focus attention upon the human relea:tiam

JOBQHO
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factors that are basie in effqetive mansgement, and to serve 23 the fowudation
for other supervisory training programs that way be devaloped to maet specific

Qo

The supervisor, the xn:l.ddle m:q% in omx*atwns, is recvognlzed w ue the
ey men in management
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HUMAN RESOURCES FROGRAM
Group Mesting 1

Oojectivesg incentives, and meaauring sticks in Govermment
Substantive vs, administrative functions
This organizo.tiono

Managements gettiné, woxk done through cthers
the development of people
supervisory, mhﬂih:lstrative,, and execu’ive i‘anctionao
Five functions of mensremers
1, Organizing
Planning

3. Directing
4o Coordinating

5. Controlling

1, Clear-cut dei‘inition of j*;b roesponsibilities

§2> Delegation of responsibility, and understanding end aceeptence of

g

respongibility by each mamber of the staff
3. Authority commensurate with delegated respansibility
i, Punctional cooperation in terms of task requirements ,
5. Effective span of control ; ;‘ :
Discussion of mansgement pmblem that we have emourt@md in our general
uperimeo

¥or Oroup Mesting f2 | . -

ki LT

Outline and be prepared to d‘imcuasz What do you corsider to ba the |

- - essentisl characteristics of the affective mansger in Gwerxm:e'ﬂ’ 7

Fortheone-halfhm& Ll ! conf 'e

Be prepared to discuss briefly the obstaslea 'bo good managemernt :.hat
you have encowrrtered in your ﬂxperitmce in this orgerization,

Also, please prepare a 3x5 caxd for sach mdividual vnder your xhrect aupmm
vision, noting 8. length of time the person has been in the organization;
bo 1eng't.h time in the wnit; c¢. demonstrated strengths; d. apparert
weaknesses; e, action thal you have teken during the past twelve mcntha
to aaaiat this Individual to *«*c}ﬁ.eve greater eﬂ'icienc;rc
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AMMAN RESOURCES PROGRAM

W" Management Prineivles and Problems

Problems noted here

Coordination functional to the mimsion of the O0ffice
Authority commensurate with responsibility
Clear definition of unit responsibilities
Clear dsfinition of individual responsibilities
Rezlistic understanding of eapabilities ir response to mquirmaents
Personnel
Placement
Career programming.
Esteblishing the moans for gonscious educetion, intensive and
sxtensive, on how 'ﬁzhe nissions of the Office are t«x be achieved.

Problems often noted in %'M .aitw__atiw generally

Communication,~ up and dowm
Coordinationy- transition from small task force to large argmizatwn
The problem of status or significance -
Dependable requirements ;
Broadening the base of the need to know. ‘
Reauzation of the amount of discussion recquired prior to sciiong
gtaffing uwp
Maxdimm wtilizstion’of talent
Division of labor; administrative and substantivae.

Reeruitment; prcmcrﬁion promises

Promotion for substantive competense rather then for
edministrative position

Participation of supervisor in selection of staff.

Persornel

Functional organization structure

Fluidity of this organization
Consulting those on the job to see how organization
can be iwmproved.
Understanding the importance of good humen relations in managemm
Repord writing
Crash jobs vs. long-term plenning, staffing, and t
Clarification of objectives at each echelon continually
Top-gide contact; review and inspection of the troops
Adjusting to the personal idiosyncraesies of our colleaguss
Space; ventilation
Enforcing regulations
Cost factors
Working with the administrative office
The function of standard operating procedures
The function of staff meetings
Developing a team-work approach,
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Groun Meot 4
8 2,

1, Vitality asd cndurance
2, Initiative Mur

3o Decisivencss

4o Persuasivenes:

50 Respomsitility .

8. Intellectual ca a.city

: Toughneas i

3o Communication
Che  AbAAity to d@iaga'ha

5o Fairness and luot

6, Enthusiasm ‘

;

«E‘
| | L I @
For Group Mesting #3 |
| i

Ou"tune and be prepaeecl 1o discuaa: Under what condi'b.’x.ons do people

do their best 7 How Qo we ge‘b the best ouj, of people ? ;

i
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 HUMAN RESOURCES PROGRAM

Five key principles of mimag ;ggnh - ‘
The effective manager in Go'gvemﬁt o |

Under what_conditions do reople do thelr best? _jlow do we pet the bast o

o

1. To be treated c,curfeoua]y and weleemed 4o the job,
2. To have an easigrment that is olear and definite,
3. To be instrueted inte ! o
4o To know what corstitutes & job well done.
#5. To be told, from time to time, how. you're doing,.
#6, To feel that your gbility is fully utilized,
7o To feel that your york contrihutes to the cause,
8, To have your opinidns and feelings respected,
#9. To be given credit when it is due,
10, To work with anyong you respecte.
1. To receive psy and grade for the work you do,
12, To have a sense of security in the job,
13: To have confidence in the arganisation.
1. To have the organization take sn interest in jour haalth and weifiye,
#15, To know in advance ghout chenges that will aftect TR
16, To be informed rszgrding the progress of the organization as & whole
axd to receive curremt information sbout new poliey, sdministyative
procedures, ete, ‘ ‘ ; -
17. To have opportunities to talk over the werk of the wdt in ordax o
take stock of progress from time to time,
18, To participate in planning the program of the unit,

of people? L | o

Demooratic 4 aof,"‘ on

Judging the effectivensss ofW&

Be prepared to present and discuss one concrete suggestion for Improving the
management process in this oyganizationo ‘ : ;

1s5053 , , | ;
- Approved For Release 2001/07/25 : CIA-RDP56-00403A000100020069-2

| : |
[ : ! b

1



i 4‘,»‘% i *“"WWK“}'" " ;v; ‘

Chase, Stuart
‘Given, Williazm B. Jr.
Gdven, Willdam B, Jro

Glover, Jaim D, and
Hower, Relph M,

Halsey, Gecrge D,

~ Learned, Edmmd P,
andUlrichandBoox

McCormick, Charles P,

Pfiffner, John I,

Si.mon, Herbert 4,
and Smithburg and
Thompson

Uris, Auren amd
Shepen, Betly

DoEoKo - JOBowo
5.11.53
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